
Instructions for the Scope of Work and Budget Excel Form 

The Scope of Work and Budget Form is mandatory for all applications. 

Components and Line Items  
Please break out the components of your project into line items using the outline provided. All of the 
components should be thoroughly described in your Project Description (section C) and found in your 
timeline (section E).  

Costs 
Each line item should have an associated cost that is directly sourced from one set of your project bids or 
estimates. All bids and estimates should be uploaded as an attachment for readers to reference.  

Match your estimates to the budget format 
Please have your contractors and consultants break out required costs (e.g., overhead, profit, general 
conditions) according to the budget page format so readers can understand where costs were derived from. 
You can also use the indirect cost worksheet to determine the amount of indirect cost you may apply for.  

Description 
Provide a brief list (3-4 lines) of tasks associated with each line item in the description box below. If there are 
more tasks associated with a line item than will  fit in the description box, please break out the component 
into more than one line item or continue your description using the following budget line and corresponding 
description box. (e.g. A. Roof B. Roof continued). 

Contingency 
Contingency should be included as a percentage of your project subtotal. The contingency percentage varies 
between projects based upon the number of potential unknowns. An average project has a contingency 
between 10 and 15 percent.  

OPTIONAL: upload your supplemental detailed Scope of Work and Budget 
In the attachments section, upload a supplemental detailed Scope of Work and Budget in your own format to 
provide further description of each project component that may not fit in the Budget Form but you think is 
important for readers to know. You can also further define and explain details about your costs in this 
supplemental document. 


